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DEPARTMENT OF ADMINISTRATION



        Real Estate and Construction Services (RECS) 
RECS-SW-02 Standard Work for Amendments/ Supplemental Agreements (SAs) to Professional/Technical Service (P/TS) Contracts 
Standard for:


Executing a SUPPLEMENTAL AGREEMENTS (modification/change) TO PROFESSIONAL/TECHNICAL SERVICES (P/TS) CONTRACTS
Purpose:


To achieve a consistent method for modifying P/TS contracts. 
Background:
1. A change to a State P/TS Contract* is executed using a Supplemental Agreement Form (available on RECS’s website).  
2. NO ADDITIONAL WORK is to occur until a SA /Amendment is fully executed.
3. Prior to execution of a Supplemental Agreement, The RECS Project Manager must complete a Developing Pre-encumbrance (DE) Form and obtain prior approval for the change.  The RECS Construction Program Manager (or other RECS delegated authority) provides the signature approval.

4. After receipt of, and agreement with, the documentation that substantiates a change, the Supplemental Agreement Form is completed by RECS.
5. When the original contract with the Consultant Vendor is executed, the RECS Project Manager cautions the Consultant Vendor that they are not to begin work on any additional services, or take action that would result in a change in the contract amount, time or other contract terms and conditions without PRIOR APPROVAL from the RECS Project Manager.

RECS’s Contracting Policy RECS-CT-01 contains legal and policy requirements for contracting which apply to executing changes (SAs) to contracts.

          *  RECS’s Basic Services Agreements (BSA-DC and BSA-SF) are P/TS Contracts.
References or related documents:


RECS-CT-01 Contracting Policy

RECS SW-01 Standard Work for PTSC Contracting 

RECS SW-07 Standard Work for Vendor Evaluations

RECS SW-09 Standard Work for Contract Payment Requests

RECS SW-11 Standard Work for Vendor Performance Report

RECS SW-series Standard Work for all Construction Contracting, (low bid, CM at Risk, Design-Build, etc)

Estimated time for completion:


1.  30 DAYS to fully execute a Supplemental Agreement / Amendment  (34 Days including DE)

Standard:  


	Step
	TASK
	TIME

	1
	The RECS Project Manager, requests a formal written proposal for any additional work from the vendor.   Or, prior to beginning any additional work that would cause an increase in the contract sum, the vendor submits a written request/claim for additional fees related to the work.
Note:  The PM instructs the vendor that their proposal is to contain a full description and breakdown of the work with the additional costs and associated additional time needed as a result of the change. 

When the change in the contract for additional work is needed the RECS PM must first submit a Developing Pre-encumbrance (D/E) form.  Note: An estimated dollar amount can be pre-encumbered until a written proposal is received and the actual amount is agreed upon.  The D/E does not commit the State or Vendor to agreement on the exact amount or time change in the contract.  This can only be accomplished via a Supplemental Agreement(SA)  /Amendment to the contract.   SEE STEPS 4 to 6 for processing a D/E.
After processing the DE and receiving the vendor’s written proposal, the RECS PM shall promptly submit a drafting request to RECS Contracting for preparing and processing the SA/amendment.  SEE STEPS 4 to 6 for processing a D/E.
The Vendor cannot be paid for a change in the work until a SA the Contract is executed.


	8 Days

(includes vendor response time)

	2
	The RECS Project Manager receives the vendor’s written proposal, reviews it and any documentation and forwards to the customer agency for their review.


	4 Days

	3


	Upon receiving review input from the customer agency, RECS Project Manager negotiates with the vendor to reach a mutual agreement on the price and time extension for the change.  The Consultant Vendor submits, to the RECS Project Manager, the revised additional costs and associated additional time or makes handwritten revisions on the original proposal and initials the handwritten revisions.   

	2 Days

	4


	The RECS Project Manager (PM) completes RECS’s standard D/E form and submits to the RECS Construction Program Manager for approval.

This D/E form is required when a contract change involves an increase in the contract sum.

	1 Day


	Step
	TASK
	TIME

	5  
	The RECS Construction Program Manager (or other RECS delegated authority) reviews and signs the D/E  Form and places it in the RECS Accounting mailbox.


	1 Day

	6
	RECS Accounting verifies the funding and pre-encumbers the funds referencing the Consultant Vendor’s Contract (via the State Accounting System).  Accounting enters the requisition number onto the D/E form.  Accounting signs and dates the D/E form, makes a PDF copy and e-mails it to the RECS PM and retains the original in a file.


	1 Day

	7


	The RECS Project Manager fills out RECS’s standard Contract/SA drafting request form and submits it, with all Vendor documentation, to the RECS Contract Coordinator.

The standard Contract/SA Drafting Request form is located in the “s” sharedrive “Template” file for “Project Managers”


	2 Days

	8


	The RECS Contract Coordinator receives the SA draft request and logs in the date of receipt of the request in the Project Management Software (PWA) Contract Log.


	Included in Step 9 

	9


	The RECS Contract Coordinator retrieves the Consultant Vendor’s contract file (red file), drafts a Supplemental Agreement (SA), attaches the Vendor’s documentation and sends the SA, via email:

a. To vendor for a signature (and initialing of PM’s negotiated changes to fee or terms, if applicable)

b. To Accounting to enter SA into the State Accounting System and encumber funds.

c. The RECS Contract Coordinator places the SA with the Contract file in the “Sent To Vendor box” located in the designated “Contract signing area”.

d. The RECS Contract Coordinator logs into the Project Management Software (PWA) Contract Log*, when the SA is forwarded to the vendor and RECS Accounting.

e. Contracts Coordinator attaches RECS’s “Instructions letter” to SA when sending SA to Consultant Vendor.

* For instructions on contract entry in PWA (Project Web Application) launch PWA and go to the PWA home page and locate “PWA Reference Materials” and click on “Contracts Entry”. 
	3 Days


	Step
	TASK
	TIME

	10
	While waiting for Consultant Vendor to sign and return the SA:

ACCOUNTING retrieves contract file from “Sent To Vendor box” located in the designated “Contract signing area”, verifies PIF funding, enters a new line on the contract in the State Accounting System, cancels the pre-encumbrance and

a. If RECS controls funding, Accounting encumbers the SA

b. If agency provides funding, Accounting sends notice to agency who encumbers funds for the SA.

c. Accounting fills out encumbrance work sheet, attaches the DE and returns SA to designated to the “Sent To Vendor box” located in the designated “Contract signing area”,


	Included in Step 11 

	11
	Vendor receives, signs and returns 3 copies* of the SA and emails an electronic “pdf” file of the signed SA to the Contract Coordinator.

*4 copies for Construction Manager at Risk and Design-Build SAs.
	4 Days

	12
	RECS Support opens the mail and time stamps the receipt date and time onto the SA and places it in the Contract Coordinator’s mailbox.


	Included in Step 11 

	13
	Contract Coordinator receives signed SA, logs the receipt date into the Project Management Software (PWA) Contract Log and gives to RECS Accounting.


	Included in Step 11 

	14


	RECS Accounting completes encumbering worksheets and signs the encumbering verification on the SA. RECS Accounting attaches the approved Developing Pre-encumbrance (D/E) Form and places it in the RECS Delegated authority* box located in the designated “Contract signing area”,

*Delegated Authority is RECS Director, Construction Program Manager or other who has Commissioner’s Delegation of Authority to sign.
	2 Days

	15


	RECS Delegated Authority reviews and signs the Supplemental Agreement on the SA. (Agency signature).


	2 Days

	16


	The RECS Delegated Authority places the signed Supplemental Agreement and contract file in the Materials Management Division’s (MMD) signing box located in the designated “Contract signing area”,


	Included in Step 15

	 17


	MMD reviews and signs the SA and returns it to RECS.
	3 Days

	
	TOTAL TIME to execute the DE and Supplemental Agreement
Maximum time from DE approval to execution of  SA
	34 DAYS
30 DAYS


	Step
	TASK
	TIME

	
	POST- SA EXECUTION ACTIVITY
	

	18

	The Contract Coordinator/Contracting Support logs the date the SA was fully executed into the RECS project management software (PWA) and, makes an electronic “pdf” file of the fully executed SA, and emails the RECS Project Manager and Consultant Vendor that the SA has been executed. The electronic “pdf” copy of the SA is attached to the email.
The electronic copy of the SA is filed in the project file in the project documents file in the management software under the project’s number.

	2 Days

	19

	RECS Accounting files the signed Supplemental Agreement in the Consultant Vendor’s Contract file folder (“Red” file folder) and returns the contract file to the project hanging file folder located in the  project file cabinets.


	2 Days

	20

	Following execution of the Supplemental Agreement, and accepted completion of the work, the Consultant Vendor may submit a pay request to be paid for the work contained in the SA.

The State’s standard Pay Request form for Consultant Vendors is located on RECS’s website.

	N/A

Following completion of work

	21
	When the Consultant Vendor completes the work under the original contract including the work contained in any Supplemental Agreements, and prior to making final payment on the contract, the RECS Project Manager completes a Consultant Evaluation form.  The P/T vendor evaluation form is located on MMD’s website http://www.mmd.admin.state.mn.us/PTEvals/ptevaluationform.asp 
See 
RECS SW-07 Standard Work for Vendor Evaluations

RECS SW-11 Standard Work for Vendor Performance Report
	N/A

Following completion of work

	22
	Upon receipt of final payment request, RECS Accounting verifies that the required consultant evaluation form(s) and all final submittals is/are completed and submitted. To verify Accounting checks the electronic Vendor Evaluation File and the lower left hand corner of the pay request.
If an evaluation is not in the file, or other submittal has not been received, RECS Accounting returns the payment request to the PM and notifies the PM.    RECS SW-09 Standard Work for Contract Payment Requests


	N/A

Following completion of work


Process for revising standard:


Submit electronic document of this standard with tracked and redline changes.
Date:   Jan 20, 2009      Revision Date:    May 26, 2009   June 3, 2009   November 19, 2009, 
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